Your Company / Event Logo
Your Name

Today's Date

Hello Neighbor:

This letter is to courteously inform you that we will be holding a special event in the area, and as our valued
neighbor, we would like you to be completely aware of the event and give you a chance to address any

concerns.
The Name of the Event is set to take place on
Date or Dates from approximately Start Time(s) to End Time(s)

The complete agenda of the event includes the following:

List of complete agenda items, including:
Set up and take down, main events, and a description of what will be taking place with the estimated
attendance numbers.

Please note that during this time there will be

List of potential impacts to neighbors, including: street closures, limited parking, amplified noise, etc.

We would like to also invite you to the event if you wish to join us, and you can find additional information at

Link to website or location of additional information

If you have any concerns or questions about this event, feel free to contact me directly at the information
below. You can reach us anytime, before, during or after the event with your questions.

Primary Producer: Name
Secondary Producer: Name
Company: Organization
Primary Phone: Phone #

Cell Phone: Cell #

Best Regards,
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